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- 3. Authonzotlon Requested (Check only one of the squores below)
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Dlspose of ‘present occumulotlon No

additional ‘accumulation ~is .antici- .
pated. Records havé'.ceased to hove value’ .=

to worrant retentlon e d e

Estdblish retention schedule for re- -

-cords for which there is a continuing
accumulation, The records will cease to

m\ “have value to warrant their retention after
‘,: L a:‘ ,’.; z

the period of time indicated.

1 Microfilm -

ond destroy originals.
Originals_ if not microfilmed would be

- retoined for the period of time indicated.
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‘5. Description of Records

Include title, form number; size of documents, r
work or activity to which the, records relate inclusive dates, ond quontlty :

6. Recommendation
. | of Hall of Records

"| and Board of Public
Works.

Mtem | LDescnbe records occurotely
Nf?‘ =7 cubic or Imeor feet)
| LARD PIATS

Show recommended retenhon penod

opIea of hnd pht.s are recaived from tho C'lerk of Court who re=

tains. the Oﬁgim’

The Assessment 0f24ce uses them for computing.

land assessments and reassessmentss

The plats are contained in LO

bound -volumes measuring 20" x
| The.volumes are maintained hy

-20% and are generally.2 inches t.hicb
district and subdivision and oceupy
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W

_ appfroximt.ely 47 cudie feets The annual rate of accnmlat.ion 15
approximtely 6 linear inchea (1& cubic Zeet). ‘
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| PERSORAL PROPERTY SCHEDULE o e
deame eonaists of t.he following unnumbered format
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_mi’om ar 1dent1cal in siwa (11" x 17") and are tolded in m:
"| forming an 82* x 11" four-sided documents For £iling purposes, this
| form 15 again-folded to 3-3/h4® x 8%, The forms fmst be filed an=
mally not later than Jamuary 31 each year by the individuals or
tusinesses affected by this assessment, In the case of the Tangible
| Personal Propsrty Form, filed by businesses, a trader's license will
awbeumwmmacmmulmzmummtw
and the previcus year's taxes paid (Ch. 701 = laws of 1947)s The
forms are filed alphabetically by year, Thematerialoccup&asn
| drawars, triple row, (11 cubie feet) for the years 1951 to dates
‘| Records for the years 1948 through 1950 are locatsd in the dockat
roem and ocoupy 2 document file drawers (2 cubie feet)s An index
tothisﬂhiamintainodm}"xS"cards(aaeltm”. :
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7 Agency, Division or Bureau Representative
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Signature . le -7 Date?

Disposal Authorized as Indicated in Col.

ihedule Authorized os Ind:coted in Col. 6 by Hall of
rds Commisslon.

] Pubhc ‘Works.

6 by Board of

(ﬂ\mx_w APR 13 1954 .
Archlwst /\ - Date “ Secretary -
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- Al of Records . . . (Continuation Sheet) . , PAGE
Commiszion - ‘ ' ' oo . NO. ) .
/- o - | 5
.5. Description of Records ’ - 7.7 | 6. Recommendation
: . 'Describe records occurotely Include title, form number, size of documents, " . | of Hall of Records
“work or activity to which the records relate, inclusive dates ond _Quantity . ~ | and Board of Public
° . {cubic or linear feet). Show recommended retentlon period. Works
RECOMMENDATIONs RETATN FOR SIX YEARS APTER R!CEIPT OR mn.
o AUDITED, WHICHEVER IS LATIR, AND THEN 'DESTRAY.. SIS e “ o %
" /3. .| ‘INDEX To PERSONAL PROPERTY SCHEDULES - = SR W

This 37 x 5" (unnumbered form) index to ‘the Peraonal Property Sche- :
dules indicates: the ‘name, : -address, tax c¢lass, assessment, and lo- Qﬂcc*‘&* -
‘cation of prop "The index is filed by type of. pruperty Farnm -
properties cards vhite) are filed alphabetically by name of owner )
and occupy 2 drawers,’ -Business properties cards (blue) are filed

: alphabatically by name ‘of ‘the business and occupy 3. drawers. (A
‘eross index = pink cards « to business cards is maintained by nams
‘of .4he owner ‘and occupies’ )l drawers)7d:fourth section (yellow..
_cards), ecrporations certified by the State Tax Commiesien, is.
“filed alphabetically by the trading name of the cerporation and
"occupies 1 drawer, A file of all inactive cards is maintained 1n
et.raight alphabetical order and. occupies 2 drawers, . The file oo~
cupies & total of 9 drawers (1% cubic feet) for the years 1948 to
_date, ' Cards are placed in the insctive file when a corporation or
fam changea hands or becomes inoperative, -

RECOMMENDATIONs munmacmmmmcmm,mmm5 \\J&Q\

-mnmmmmxwmmm._.v . M |
CORRESPONDENCE (ASSESSMERT OFFICE) . = . ~voci st . - [ M

The material in this file consists of correspondmo (genera.ny 8}" :
'x11%) with taxpayers, State and County agencies, interoffice mem= (\&“"”BJ
orandund, letters of inquiry, eto.,-concerned with the functions of
the Aasesament Office. This material has no long term value and
;lweted ﬁogeap:;x:?oe dealm’ g with a particnlar swject 15-com= .

88 a yoar's time, It 15 filed alphabeticallyby.. .
name of correspondent and ocouples 1 drawer (13 cuble feet) for .. -
the years 1950 to dates .  (Earlier correspondence is located in the
| Courthouse astorage area and is Mceasiblo.) Ihe tnmnl Tate of
N acemmlation 10 1/2 cubic foot. o
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nmommnom RETAIN m m ms Arrm cam'mn on RE!:IPI‘ Qt)

AND THEN DESTROY., = s Q&Q'
S PROPERTY CARDS - e MR

themecmmua-xmﬁmm A PO~

different type card is used for each of the three classes of va»é?;

perty assessed. These ares. soned ) s dncems producing i blue)s =

farm and rural (yellow), .snd vesidential 'hito). "The identifying
Anformation 18 printed on the card with IBM eQdment; other assess~

GOV | 1)
PUBLIC

ment information is completed by the assessors at the time the : % -
property is assessed or reassessed. Information on the card is.a -~ T
detailed description of the land and improvements., Changes in - A
propertyownerahiporimprovmtsmnotedmthecardatthetim Rl

o the Assesement Office. 48 notified, .The:cards are filed by district, bl o
‘anbdiviaionandsccountmberandoccuwssmauw cnbicfmj -z <

| for the latest assessment period (1953), . Property assesements are sz

made every three years. (The cards|for predm assesaments are Q9 o
located in the Courthouse storage sxea and are Mceanhh.) ® =
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‘ 6. Recommendation

.5. Description of Records :
Include title, form number, size of documents,

" . | of Hall of Records

& - ' Descnbe records accurately. 5
‘m' " “..0 work or activity to which the records relate, inclusive dates, and quantity . and Board of Public
NO. \ (CUbIC or linear feet) Show recommended retention penod ‘ __ Works.

© 6 | meromtor nuimmn pruTs R R W
.. | ‘The Aspessment Office Focelves from the Depmt of Inspection and (s orde ,

‘ ld.cmasacarboncopyofallbuildingpermta. Thiafornmeasures %

gie x 8%, 'On the roverse of the carbon copy of the permit 48 a
1 forn’ dea‘lgned for use of the Assessment Office in reassessing im- -
'provements and’ assessing new construction. The form, which i °
executed by the assessor, shows the owner's name, address, a, diagran
of the work, recommended agsessment, date of notice of assessment -
“ "~ .| end the date the assessment was entered in the tax docket, This
information 4s also recarded 'on the property card (see Item 5) and
the assessment is indicated on the assessment docket which 4s a
permanent record, ' The records océupy 11 linear feot (5% cubic feot)
for the period 1952 to dates They are filed by district, sub=- .. |
division and by lot and block number therein. .(Earlier reports are
in the Courthouse storage area and arc inaccessible.) The anmual -

accnmnlation 13 8 nnear feet L cubic teet)
‘ REOWDATION: RETAIE FOR TERER YE&RS AND m DESTROX.

’ File file conslsts of tmo unmumbered foms, each 3%”

changing the assessments - Such changes arise upon re-evaluation ot
{the property or a court orders The forms show the nanms of the -
|property cwmer; lot and block mumber, accowrt mmber, deseription
* -|of the property, assesément information and the authority for .
|changing the assesement ‘docket, the IEM master deck and the tax
dockets Tho forms are prenumbered ‘and aro prepared in dnpncate.
They are necessary for audit purposes.. (The original is semt to
the Division of Revenuo and Disbursements and 48 the anthority to
jcbange the assessment shown in the tax dooket ~ see Schedule No, |
[the duplicate 18 sent to the IBM room 88 authority to prepare & new |
er ¢ard and 18 then returned to the Assessment Office where it
& filed ¢hronologically. The present accumilation occupies 10
ear inches (less than 1/2 cubic foot) for the pericd July 1553
date, ZThe annual accmht.ion is appro:dmtely 2 linear feet
_ ]J2 cubic tootl. -

OWDATIOBH RETAIN ?OR TBB@ YEARS OR U’HTIL AUDITED, mcm:vm ;
8. mm, AND THEN DESTROY., ‘ . '

8. ’ ‘

a ' \mnumba'ed form (83*" x 13%) used to compute assea-
smentss . Information on the form includes plat mmber, aubﬁviaion, ~
det&ﬂecflandmdi@rwmts, prosent and new assesaments, re~

omeendation of the aseessor, date of approval by the Departament, -
tes of noticeandheanngandchangea orderedbyi‘axAppealconrt
any, The warksheets are useful for five years bmt not there= =

. |Increases (blue) and Abatements (pink), The forms are used 4n Ras™
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Hali of Records (Continuaﬁon Sheet) ' PAGE
. Comnilssion NO.
. 5. Description of Records 6.. Recommendation

Descnbe records occurotely include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes and quontlty
{cubic or linear feet). Show recommended retention period.

‘1 and Board of Public

of Hall of Records
Works ;

2 drawers (3 cublc feet) for the years 1946 to dste. . The anmal

rate of accumlation ia less than 1/2 cubic foot. Approximately 1

ocublec foot of mtm-in nu be destrayed upon approval of th:la
achednle-
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